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Assessment 5

Total marks: 30
1. Give short answers for the following questions (12 marks):

i) Some events only need one budget while others may require several budgets.  Why?
Event Budgeting Handout (2014) explains that most events will only require one budget.  This is because the event includes one site and is seen as a “single activity” (Event Budgeting Handout, 2014, p.2).  However, there are some events that will require more than one budget, as the activities within the main event will need individual budgets as well as the overall budget for the event (Event Budgeting Handout, 2014).


ii) Why it is important to monitor the budget regularly throughout the event?  Which measures an Event Planner should take to monitor the budget on on-going basis throughout the event?
Monitoring the budget regularly means “shortfalls can be anticipated and appropriate action taken” (Event Budgeting Handout, 2014, p.2).  Isaac (2015) describes that although the event budget will be created at one of the earliest stages, there will, however, be “numerous adjustments and refinements to the budget throughout the whole project life-cycle” (Isaac, 2015).  Isaac (2015) describes the reason for this as being that not all costs will be known at the start and it is not always guaranteed where funding will come from at the start of the project.  This makes it important to regularly monitor the budget.  Isaac (2015) also states that “many organisations have run into severe financial difficulty and even bankruptcy as a result of staging events” and therefore, monitoring the budget will help towards avoiding this.
According to Event Budgeting Handout (2014), monitoring the budget also allows to detect where overspending and underspending is taking place and identify where changes need to be made.
Event Planners need to have measures in place to monitor the budget.  One way to monitor the budget is to have those responsible for a part of the budget, such as committees or individuals, to submit regular reports outlining actual costs and income against what has been budgeted (Event Budgeting Handout, 2014).  Another way to monitor the budget is “to conduct a budget review midway through the planning process” (Event Budgeting Handout, 2014, p.2).  Budgets could also be monitored by creating a second budget halfway through planning the event, which contains all the up-to-date information  and from then a final budget will be formed (Event Budgeting Handout, 2014).


iii) What is the importance of ‘feasibility study’ when making a budget for an event?
According to O’Toole (2011, p.261), an event feasibility study is defined as a “document produced as a result of research into the viability of an event”.  O’Toole (2011) describes the final document as containing the pros and cons of the event that can be assessed to decide if the event will be rejected or approved.  
Event Budgeting Handout (2014) also highlights that conducting the feasibility study is crucial to know whether or not the event is viable to organise and run, and in addition, whether or not it will achieve its goals.  Part of knowing if the event can run, will be understanding the financial implications and this will relate to the budget.
Event Budgeting Handout (2014) describes the importance of a feasibility study when making a budget by outlining that a detailed budget should include all aspects of the event.  Part of this includes the funds that are expected, which allows for decisions to be made about the details of the event. Therefore, the feasibility study is important when making a budget as it defines the time and length of the event, the venue size, staffing requirements and other logistics (Event Budgeting Handout, 2014).
In addition to this, as part of the feasibility study, it will be important to establish where the funds are coming from and whether or not the event can be profitable (Event Budgeting Handout, 2014).


iv) It is important for an Event Planner that he stays within the approved budget and if he exceeds the agreed budget it may risk his company’s profit.  How?
Event Budgeting Handout (2014) explains that the event budget and expenditure limits are devised from the original contract or Request for Proposal form.  It is quite normal to charge the client more than the costs to allow them to make a profit (Event Budgeting Handout, 2014).  If the event costs more than was agreed in the original contract, then this impacts on the Company profit and furthermore, can cost the Company money if the costs continue to rise (Event Budgeting Handout, 2014).  Therefore, staying within the approved budget is crucial for the Company’s profit.
As well as risking Company profit, there could also be the loss of credibility, as it may mean that the budget wasn’t thoroughly thought through and the Company haven’t been realistic with the event’s costs.  Profit could be lost through no repeat business and loss of reputation.

2. How can the following effect an event’s budget and hence your company’ profit? (9 marks)
a. Fixed labour costs
b. Unreimbursed overtime
c. Unreimbursed supplies
d. Sub-rentals
a) Fixed labour costs:  These are fixed costs for human resources and agreed with the client before the event, meaning that if good planning takes place, the event can use less labour hours than expected and increase company profits (Event Budgeting Handout, 2014).  However, if crisis occurs, additional resources may be required and if these are not at the fault of the client then the costs will need to be absorbed and therefore reduce the event and company profits (Event Budgeting Handout, 2014).  
b) Unreimbursed overtime:  This is when the client cannot be charged for overtime costs (Event Budgeting Handout, 2014).  According to Event Budgeting Handout (2014, p.9), this can be a result of “mistakes in time management or in allocation of resources”.  As the client cannot be charged for this, like fixed labour costs, this affects the event budget and company profit as they have to take this expense.
c) Unreimbursed supplies: Like the unreimbursed overtime, this cost cannot be charged to the client (Event Budgeting Handout, 2014), which means that it can have a significant impact on the event’s budget and therefore, the company profit.  Event Budgeting Handout (2014, p.9) states that “supplies can quietly destroy an event’s profit” and describes the best way to overcome this as managing resources and controlling expenditure. 
d) Sub-rentals: According to Event Budgeting Handout (2014), sub-rentals are useful where the Events Company does not have the required stock.  However, where it can affect the event’s budget and company profit is when the sub-rentals are seen as “unnecessary” (Event Budgeting Handout, 2014, p.9), such as errors and poor planning (Event Budgeting Handout, 2014).

3. Keeping accurate time logs for the staff is vital to the success of the event, and it is also essential for staying within the budget.  Discuss. (9 marks)
Time logs have a number of purposes during events, including staff management and managing the budget.
According to Event Budgeting Handout (2014, p.10), time logs are crucial to a successful event, but more so when “faced with a crisis”.  Time logs are used in crisis to make smart decisions (Event Budgeting Handout, 2014).  Those decisions can then ensure the success of the event and poor decisions can have the opposite effect on the event.
Time logs are also used to keep you within budget (Event Budgeting Handout, 2014).  By reviewing time logs, it enables you to work out how to “maximise efficiency” (Event Budgeting Handout, 2014, p.10) then use employees who are available, have the right skills, do not have extra costs attached and are working quicker than expected (Event Budgeting Handout, 2014).  This enables you to keep costs low in the most efficient way to still get the desired results and can be vital to the event’s success.
In additional to this, accurate time logs enables good decisions to be made faster, eliminating disruption, stop incurring additional costs and ensuring a smooth and successful event (Event Budgeting Handout, 2014, p.10).
Although these points demonstrate that time logs do contribute to the event’s success and ensure it stays within budget; that alone would not be enough to make the event successful.
Although a lot of the budget could be around human resources, there are also a number of other budget considerations that contribute to the events success and monitoring and reviewing all aspects of the budget is important.  Event Budgeting Handout (2014, p.6-7) outlines that as well as human resources, other costs that should be detailed in the budget are: “technical equipment”, “communication”, “entertainment”, “stage and furnishing”, “furnishing hire”, “social programme” and “the venue”.  There are also many other aspects to human resources that would make an event successful, as well as a time log.  If staff do not have the right skills for the job then this could be detrimental to the event’s success.  This again shows that there are many aspects to consider to make the event a success and within budget.
Overall, the points raised demonstrate that although there are many aspects to consider to make the event a success and within budget, time logs for staff make a big contribution towards this and play a key role in the success of the event.
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